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MEMORANDUM FOR Deputy Director for Intelligence

: ‘ Deputy Diroctor for Plansa
Deputy Director for Science & Technology
Deputy Directer for Support

SUBJECT 1 Archives, History, and Records

1. Considerable study and discussion has taken place of the
Agency Historical Program, and the Records Management and
Archives Frograms, ‘Thiz memorandum will outline a basic approach
to the interrelationship of thesge three subjocts in an effort to improve
the Agency's performance in all these flelds.

2. In essence, the three subjects all record our exporience to
malke it available for future use as required. This use includos flle
searches for current operational support, briefing and training new
personnal, answering press or Congressional guostions as to the
Agency's role in earlier events, ete, The problem is to design a
systam which will satisfactorily answer the needs of the future in
these fields with a minimum expenditure of man hours and funds at
present. In these days of declining personnel ceilings, we obviously
cannot dedicate large smounta of current manpower to making fmme-
diately available detailed answerg {o all contingen qeatioms. On the
other hand, some records have direct value to future oporations and
cortainly our nead to handle pross or Congressional quastions warns us
of the need to dovote an appropriate offort in this direction.

3. In our approach to this problem in this internally compart-
mented Agency, it igﬁgwenual to decentralize much of the responeibil-
ity and most of the actuﬂreﬁort. At the came time, this d@ccnt‘ aliza~
dagrea to which minimum sta.ndarda aro mat by all units, and 2 mcd.m.n ~
nism by which units can profit by interchange of experience and by shar«-
ing soluttona,

4. In our analysis, we must clearly recognize different kinds of
records material and the different purposes we expect them to serve.
Some of our records are important basic reference tools, e.g., CI files.
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Soma are analyst working flles of moderate life requiremants, Somae

are formal publications of the Agency distributed elsewhere in the govern~
ment with source sanitization., Somae are operational records and docu-
ments. Some of our roviews of past events are essentially chronicles

of these events, which have value to new arrivala. Some should be ara-
Iytical roviews drawing lessons and conclusions. Our system: should re-
flect thease differences if it {s to do the job needed,

5. The following over-all approach to this sttuation has been de-
valoped for implementation through the moechaniams {ndicated;

{a) Records Management (FIR 25X1A

(1) The Racords Management Board, with reprasenta~
tion from each Dircoctorate, will report its conclusions, rocome
mendations, etc., (with any diseente) directly to the Exccuiive
Director, The Deputy Director for Support will remain admin-
istratively responsible for the over-all Records Management
Program while each Directorate will remain responsible for

the Records Management Program within its own Directorate.
Tha ?z of the Records Management Board will be the
dco

Agency 3 inisination coy, admimdtratively re- 1’
| sponsible to tha DD3 through tife Support Services Staff,~THE
Técords Management Board will make somi-ARAmal Feports to

the Executive Director, outlining the status of the Agency's
Records Managemont Program, any problama it {s expericncing
and its recornmendations for improvoment of the progrem (in-
cluding reports on Records Management to be submiiticd by the
Directoratos). The Executive Director will consult with the
Daputy Directors before implementing any such recormmendsa-
tions.

(2)  The Agency Records Administration Officer will be
a non-voting member of thoe Agency Information Procesning
Board, with authority to submit agenda items and recomnenda-
tions to the Information Processing Board, Ho will particular«
ly bring to the attention of the Information FProcessing Board
those aspects of the Ageney's Rocord Manaperment Prosram
which ahould be considered by the Information Processing Board,
with any recommendations for support of the Agency Record
Management Program requiring Information Procassing Sonrd
action. He will similarly make available to the Records Man-
agemont Doard all information corning before the Information
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Processing Board which might be of valus oy be appropriataly
considored by the Agency Records Managemem Board and its

_mombers.

(3) The Records Management Board will develon recom-

nendationa as to categories of Agency records (such as the cate-
gories in para 4 above, plus any others deemed appropriate)
and as to specific guidelines for the selection and retention of
records in these categories., These guldelines should also
whare appropriate include tlme pericds for ratontion by cate-
gory and indicata disposition thereafter, and include appropri-
ate measures to comply with legal and Exccutive reqguivemanta
for retention and declaasification. In particular, recomrmaendas-
tions should be madoe as to the idontification of categerics which

- might appropriately be rotired as classifiod Government docu-
ments undor GSA auspices. or passsad {o the National Archives,

/ wrather than held solely under CIA contvol te protect intrz:mg;enca

T gourcos and methods,

| (b) _Annual Reports, To provide the noccasary chronicle of

of the Agency's actlivities at minimum expenditure of effort, a sys~
tem of anmual reporis of the units and offices of the Agency will be
developad. Thesée will be a part of the annual program proposal
submitted by these units in response to the program call, covering
significant ovents within the unit during the previous year, The
identification of the elements to submit these annual reports and an
outline of their format will be doveloped by the Office of PPD in <

~ coordination with the Deputy Directors, Theso annual reporis \

{ should highlight major acceraplishments, major problems and over-

| all conclusions and recommendations for future action in the unit

L itself or by elements supporting or azsociated with it.

(¢) Azrxchives

(1) In the process of compiling its Annual Report, ocuch

/ unit submii:ting such a report will identify its key documenis .

£ for the year in question for permanent inclusion in Agency
Arxchivas, The Records Managerment Board will deveicp the

Juystem or systoms by which such documents can be ic?:an%ifieaﬁ)
on a systomatic bagis during the year for reference in the

b Annval Report. The Annual Report will provide an occasion
for an over-all review to insura that the docurnents markaod

7 for archival retention are neither excessive in detsil nor in-

coraplota through omissions,
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(2) -~ An Agency Archivint'wul be appointed to super-
visa the Agency's Archives Program, and will report divecily
to the Executive Director. He will be a moember of the Agency
Rocords Management Board and will coordinate the execution
of tha Axchivas Program through this Board. He willalso
work in closge coordination with the Agency Records Mannge-
mont Officer and the Agency Historian, Archivists will be
appointed by the Deputy Directors in their Directorates to
supervise this program’in the Directorate. No additional
spaces will be made available for these Directorate pousts
and initially they need not be full-time if the funciions con be

: - hardled on a part-time basis (e. Lo by the Direcs‘;urate Rocordk o
: F,((V Managamant Officers), Thoe Agency and Directorate Archivists
V" will supervige compliance with over~-all Agency Archives regu-
/ lations to ba drawn up and {saved after consultation with the
Deputy Directors. A semi-annual report te the Executive ,
Director on the Archives Program will be prepared and coor- /
/iina.ted with the Records Management Board,

(3) Arrangements will be made for the segregation
of archival documents from those held for Records purpnses,
in order to permit the automatic retirement and disposition
of records without loss of the key archival documents. Archives
will ba physically held by the Recorda Managament Officer in
the Records Centor, under guidelineas established by the Agency
Axchiviat,

(4) ‘The Annual Reports will provide basic indices of
archival documants for future reference.

25X1A
(d) History (HR

The major thrust of the Agency Historieal Program will
be placed on the development of analytical historles of imypor-
tant Agency activities and oparations., The "Office Figtovy'
approach to date, which has been largely succeasful in bring-
ing our history up to 1965, will no longer be the major focus
of the program, as the chronicling of future Agency activity
will take place under the annual report system outlined alove.
Thus, future Agency histories will take major subjects of
Agoncy activity and analyze the ways in which the various
elements of the Agency worked together to produce the over-
all Agency contribution to the operation in question. Thera
will be some situations in which a single elemeont of the Agency
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provided all or most of the Agency participation in any one
activity, There will be cccasions also when sensitivity will
require that any analytical review of an operation be con-
ducted in a moat restricted fashion., This will apply to many
Clandastine Services histories. Priorvity will be given to
ostablishing the basic Agency history of the more prominant
operations and activities in which the Agency has been engaged,
Qs fiv , Cuban Misulle Crisis, BPay of Pige, Wayr in Vietnain,
| | U-2 Operations, ste., with
particular attention to lessons derived from these experisnces
and egtabliahing a convenient method of immediate respouse
to public ox conpgressional inquiries on these prominent evants,
Histories will in tho future depend upon the Anaual Reports fov
much raw material and identification of key documents through
the Archives Program. The Agency Histerian will bo an ex-officic
member of the Records Management Board, will report divectly
to the Executive Director, and will work in close coordination
with the Agency Archiviet gud the Agency Records Managemaent
Cfficor.

6, Interim Period., 25X1A

In many areas it will be essential to produce one-time raporis
to cover the years from 1965 (or the most recent history) to the curvent
Annual Report. This will be undertaken by sach unit identifiad to submit
future Annual Reports, In thoee situations in which an over-all Agency.
history to be produced will cover the period in quostion, a separate Laaual
Report need not be developed, (e.g., | | the War in Vietnamd},
as the necessary chronicle and Axchives can be doveloped at the swre time
as the analytical history. In othar cases, however, a ons-tivne effort to
catch up to the current annuval report system will be nocessary and this
will ba undertaken by the unit in question. This actiﬁty will ba super
visad by the Agang;iﬁmtcrian and Archivist, ~ 7

W. E. Colby
Executive Divector-Compircller
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ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECONMMENDATION
COMMENT FILE RETURN
CONGURRENCE INFORMATION SIGNATURE
Remarks:

Before distributing this to the Deputy Directors
for corumont, { would appreciate your advancae
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FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE
Executive Director 7 D59 3 Max 72
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